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1. Obtain supporting documentation 
 

• Fully Executed Endowed Fund Agreement 
• Fully Executed Allocation Agreement 
• List of donors/donations (for campaign) 
 

 
 

3. Preliminary Review 
 

• Dan Riley 
• Susie Quinn (OP) 

2. Draft President’s “Item for Action” 
 

• Proposed Name 
• Funding Level  
• Department/ORU/Program/Center 
• Administrative?  If so, position? 
• Term? 
• Purpose 
• Donor/Honoree information 
• Any other special considerations 

 
 

4. Route for Signatures (simultaneous, not serial, process) 
 

• Executive Director, Administration & Financial Services, UCSF  Foundation (Steve Downs) 
• Vice Chancellor, University Development & Alumni Relations (John Ford) 
• ORU/Center Director or Department Chair 
• Vice Dean, Academic Affairs, School of Medicine (Elena Fuentes-Afflick) 
• Vice Dean, Administration, Finance, and Clinical Programs, School of Medicine (Mike Hindery) 
• Dean, School of Medicine (Sam Hawgood) 
• Chair, Academic Senate Committee (Bob Newcomer) 

 
 

5. Approval/Review by  
Offices of EVCP and Chancellor 

6. Chancellor submits to  
UC Office of the President 

7. APPROVAL LETTER  
FROM UC PRESIDENT 



 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Verify That Funding is in place 
 
 
 

Chair/Director sends email/letter to Dean 
 

• Requests appointment of Committee 
• Recommends committee membership 

including chair of committee 
 

Vice Dean of Academic Affairs concurs with 
committee membership/chairship 

 

Dean sends email to Chair/Director 
 

• Announcement of establishment 
• Statement that funds are in place 
• Explains Process of Appointment 

 
 

Dean sends email to appoint Committee 
 
 
 
Committee Chair sends email/letter to Dean with 

recommendation of Chair holder 
▪ 

Vice Dean of Academic Affairs concurs with 
recommendation 

APPROVAL LETTER  
FROM UC PRESIDENT 

For ADMINISTRATIVE CHAIR Dean sends 
letter to Chair Holder Announcing 

Appointment 
 
 
 

Dean sends email to Chancellor with 
recommendation of Chair holder 

Endowed Chair Coordinator sends 
“information” letter to Chair Holder 

 
 
 

Chancellor sends appointment letter to Chair 
holder 

Dean sends congratulations letter to Chair holder 

Endowed Chair Coordinator sends “information” 
letter to Chair Holder 

 
 
 


